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Job Duties (cont): 

 
 
 
 
 
 
 
 

 Researches and analyzes legal sources such as statutes, case law, administrative records, 
opinions, articles, treaties, property titles, and rules and regulations. 

 Schedules and prioritizes attorney caseloads; organizes case files; attends initial interviews 
and depositions; conducts investigations; and prepares chronologies, fact summaries, and 
witness files. 

 May respond to public information requests. 
  May t ra in  o thers .  
 Performs related work as assigned. 
 

Posting Date: 
 

September 27, 2012 

Closing Date: 
 

Until Filled 

To Apply: All applicants must provide a cover letter that includes a description of how their experience ties 
into this position.  
 
Submit a complete (no blanks) State of Texas Employment application, cover letter and typing 
score to: human.resources@trec.texas.gov       
 

Additional 
Requirements: 
 

All applicants must take a typing test at the Texas Workforce Commission before submitting 
an application. Typing speed must be at least 40 wpm after errors. 
 

Contact: Michelle Fiorentini, SPHR, Human Resources 512-936-3586 
                                   


